Semiannual Index to 
THE OFFICE Magazine 


Volume I11, Jan.—June, 1990 








BINDING & LETTERING 


Binding and Lettering Add the Finished Touch, 
Darryl C. Rehr June 


COMPUTER GRAPHICS 


Computer Graphics Field Keeps Growing, 
Gloria M. Curry March. 85 


COMPUTERS 


Communications Between PCs Seen as Key to Growth, 

Heary Baird , Jan., 110 
Buyers’ Guide to PC and Business Computers Jan., 112 
Experimental Optical Computer Shown March, 17 
Desktops and Laptops: Are They Compatible”, 

John Raymond . Feb., 57 
Laptops, Palmtops—Which Computer Are You Buying? 

Patrick J. O’ Connor 
Miniaturization Aids the Growth of Laptops 
Prosperity Clear In Keyboard Sales 


CONFERENCES & SHOWS 


Computer Graphics Assn. Meets in California March, 
Federal Office Systems Expo This Month in Washington March, 
AIIM Conference This Month in Chicago ; April, 
New Orleans Hosts This Month’s ICA Conference ... . é May, 
Atlanta Next Month for Comdex/Spring any May, 78 
‘Lighting World’ Visits Chicago ' June, 
40 Nations Take Part in Neocon This Month ; June, 7 
PC Expo This Month in New York City ~ Gemcers .. June, 


COPIER CONTROLS 


Copier Controls Make You Pay for What You Create, 

Scott W. Cullen . Kio mee BO 5 sis Jan., 
Buyers’ Guide to Copier Control Systems ' Serie , Jan., 
Copier Control Systems: An Investment in Saving March, 
The Importance of Monitoring .. . aed be a arate nie Bate .. March, 
Buyers’ Guide to Copier Control Systems a March, 


COPYING MACHINES 
There’s More to Copiers Than the Price of Them, 

David Shearer . . plas : Jan., 86 
Buyers’ Guide to Copying Equipment sare : — her Jan., 88 
Digitized Options Among Latest Copier Otferings, 

Mark Rowh ... ; .. March, 75 
Features Make the Office Copier a Cr reative Tool, 

Janet Endrijonas .. . , , Lise a ss. ie ae 
The Advantages of Digital Color C opiers ee eee aes March, 104 


Che Office, June 1990 





THE STATKLEER™ 
COMPUTER Ca H 
IS MUCH M 
THAN ACL 

OR COMPUT 











Statkleer 
Computer 
Cloth 


Keeps your CRT screen 
tree of dust and static. 





and dust to allow you to see 
better and work more effi- 
ciently. Try it today, because 
computers need special treat- 
ment too. 


SEE YOUR LOCAL OFFICE SUPPLY DEALER 
OR CALL 1-800-368-3061 FOR ADDITIONAL 
INFORMATION 


Specialty Co.,linc. 


PO. Box 24189 Richmond, VA 23224 


Circle Reader Service Card No.518 | 


America's 
Competitive Edge. . . 
American Workers. 

To find out how your company can 
better tap this valuable resource, write: 
Elizabeth Dole 
<> Secretary of Labor 
U.S. Department of Labor 


Room N-5419 
Washington, DC 20210 











DATA ENTRY 


Data Entry Systems Seen as Growth Market ... . 


| DESIGN 


The Major Phases of an Office Design Project. March, 


DESKTOP PUBLISHING 

Desktop Publishing and Its Effect on Business, 
Darryl C. Rehr a 

Are New Units Making Your “Desktop System Obsolete?, 
John Raymond 


| DICTATION SYSTEMS 


| Dictation Systems: Bright Future Seen, 


Samuel Jay Kalow . pie Sheena ee ws . Jan., 132 
Buyers’ Guide to Dictation Systems bens Jan., 133 


| Voice of the Future: Digital Dictation Units ... . . hens May, 80 


ELECTRONIC TYPEW =:7= 2S 


Electronic Typewriters Are Alive and Well, Thank You!, 
Janet Endrijonas June, 72 
Buyers’ Guide to Electronic Typewriters June, 75 


FACILITIES MANAGEMENT 


Facility Managers Are Coming Into Their Own, 
Robert Gross 7. sue .. Jan., 61 


| Office Services Through Facilities Management, 


Curtis F.. Stiles ..... ; Sheen ‘ March, 46 


FACSIMILE SYSTEMS 

Facsimile Technology: Trends and Projections, 
Erik Mortensen 

Buyers’ Guide to Facsimile ‘Systems 

Facsimile in the "90s: the Boom Will Continue, 
Drusie Demopoulos ae 

Networking a Reality for More Fax Users 

Are Fax Machines Really Delivering as Promised?, 
G. F. Graham 

The Fabulous Fax Shows No Signs of Standing Pat, 
Mark Rowh ; 

High-End, High-Technology Facsimile for the 1990s, 
Doug Finlay 


FOODSERVICE 


In-House Foodservice Caters to Good Taste, 
Mark Rowh 


FORMS MANAGEMENT 


Using Electronic Forms to Improve Office Operations, 
Doug Dayton 


FURNITURE 
Answering User Needs In Business Furniture, 
Stanley M. Howe 
Circular Work Stations Turn Chaos Into Comfort .. . . 
Using Flexible Furniture to Customize Work Stations 


INFORMATION MANAGEMENT 
Accessing Information Is a Global Asset, 
Erik Mortensen 


Image Is the Next Information Frontier, 
David E. MacWhorter . . 


The Office, June 1990 





LETTERING SYSTEMS 


Lettering and Binding Add the Finished Touch, 
Darryl C. Rehr 


LIGHTING 


Making Light and Color Work in Office Harmony, 
Alexander F. Styne Bie en 
Lighting Systems: Keep Yours or Start Afresh? . . 


MAGNETIC MEDIA 


Magnetic Media Still Continues to Innovate, 
Samuel Jay Kalow 


MAILROOM MANAGEMENT 

A Three-Pronged Strategy to Secure Future of USPS, 
Anthony M. Frank re 

lrends That Will Affect the Processing of Mail, 
Thomas Richey Jr ; a. °° 

No Stamp of Approval for Badly Run Mailrooms, 
Sandra Sopko ‘ ‘ 

Lower Mailroom Costs? USPS Wants to Help, 
George L. Beiswinger 


MESSAGE SYSTEMS 
No Pink Slips With This Message System 


MICROGRAPHICS 


Micrographics: Its Once and Future Technology, 
David T. Bogue ‘ oe ; 
uyers’ Guide to Micrographic Readers/Reader-Printers 

Exciting Trends Noted in Micrographics Area, 

Virginia A. Jones : 

Micrographics: It Has Found a Lasting Union, 

Rick Friedman 


Buyers’ Guide to Micrographic Readers/Reader Printers . 


NOISE CONTROL 


How to Control Noise Levels in Your Workspace, 
George L. Beiswinger . . 


OFFICE DESIGN 


Man and Machine: Moving Into the Office of Now, 
George Kaneko 


OPTICAL DISK 


VDC Sees Sales of Optical Media Technology Flourishing . 


Optical Disk Technology: Is Its Future Here Now?, 
Doug Finlay Was 

Rewritable Technology: Where Does It Fit? 

Micrographics Systems Offer Better, Safer Solutions . 


PAPERS 

Papers for the Office Are Meeting High-Tech’s Needs, 
Anne Lexington ; Sip ety hee 

Recycled Paper: No Sacrifice in Quality 

PERSONNEL MANAGEMENT 


Right or Wrong in Employee Relations 


POWER PROTECTION 


Power Problems Can be Minimized by Controls, 
Karen Sampson 
Reliable Power Is the Answer 


Che Office, June 1990 





March, 7 
June, 


Jan., 5 
. Jan 
May, 


May, 


March 


& INDEX SETS 


QuickShipped™ in 10 Working Days 
Promote Your Company while 

you Organize Your Information 
with top-quality Binders and 

Index Sets. 

April, 75 | We offer Custom-imprinting, 

April, 77 | Low Prices, Fast Service. 

April, 


March, 7 


April, 


Vinyl Binders as low as $1.32 each 
Index Sets as low as $.38 each 
(one-color imprint, 1,000 quantity, other 


styles, quantities available.) 


For a FREE CATALOG, CALL TOLL FREE 


800-245-6600 


. Jan., 51, Feb., 52, | in PA Call: 800-456-6602 
March, 66, April, 68, | 
May, 83, June, ‘ AMERICAN 
| THERMOPLASTIC 
COMPANY 


April, 
April, 


Dept. 15, 622 Second Avenue 
Pittsburgh, PA 15219 








Circle Reader Service Card No. 519 
107 





PRINTERS 


Laser Printers Getting a Firm Hold on Desktops, 
Rick Friedman , th May, 52 
Dot Matrix Printers: They Should Endure ahs a ear ee May, 56 


RECORDS MANAGEMENT 


What's Ahead for Records Management in the °90s?, 

David O. Stephens ; , Jan., 135 
Records Management: the Legal Aspects, 

Karen Sampson . aN eee Bie ; April, 64 


SEATING 


The Office Chair: Seat of the Business World . 
Good Ergonomics Can Mean Good Economics, 
Robert F .. Bettendorf . 


SECURITY MANAGEMENT 


How to Effect Privacy and Office Security, 
David Didising * 
Access Control Systems That Are Hard to Beat, 


Rick Friedman re March, 7 


Jan., 


Beware of Potholes on the Path to PC Security, 


Shelley Bakst June, 


SHREDDING MACHINES 

Buyers’ Guide to Shredders Saat 

Shredders Provide Both Security and Peace of Mind, 
Charlotte Caseb Dzujna 


SOFTWARE 


Focus on Software, 
Claude F. Whitmyer . Jan., 46, Feb., 2 
March, 28, April, 
May, 24, June, 
Software Developers Are Striving to Meet Demands, 
Doug Dayton 
How to Select Software for Your Specific Needs, 
Ellen Braun ’ 
Leveraging a PC Investment With Workgroup Software 
Doug Dayton 


Jan., 


TELECOMMUNICATIONS 


Telecommunications Insights, 
Thomas J. Hargadon Rie ne Jan., 43, Feb., 
March, 27, April, 2 
May, 30, June, 
What a Decade Has Done for Telecommunications, 
Bruce D. Nelson : : Jan., 
friends, me Today’s Phone Systems: Expensive but Worth It, 
community WNO DeNenit ror Paul Wexler ae Leesa Se 5 Feb., 
your generosity Telecom Management: the Key Issues Feb., 
Thank you for giving —— Anewering fos Smaller Offices, 
atrick J. O’Connor a . FeB., 2 
Thank you for caring | | Call-Accounting Systems Keep Tabs on the Tabs, 
. Mark Randel Fy aT ve May, 
Telephone Systems: Don’t Underestimate Your Needs, 
Charlotte Caseb Dzujna Pare on May, 
Secondary Market Grows for Telecom Equipment, 
Scott W. Cullen .... - o> Raay, 


Thank you for ber 





| TEMPORARY HELP 


1ANK f | | Flexibility Is the Key to Helping Business, 
Richard D. Reinhold . . , ere. 


Che Office, June 1990 





Office Temporaries Are Trained for the Times, 
Anne Lexington ; 
Temp Firms Keep Up With Technologies 
Temporary Employees: the Demand Exceeds the Supply, 
William Atkinson 


TIME RECORDERS 
Managing Time and Money With the Computer’s Help, 


Darryl C. Rehr oa . March, 


TYPING SYSTEMS 
Electronic Typewriters: Don’t Count Them Out 

Raymond L. Boggs 
Buyers’ Guide to Electronic Typewriters 
From QWERTY to DVORAK—the ‘Great Keyboard Wars,’ 

D C. Rehr 

ying Systems: Outlook for the Nineties, 
e L. Beiswinger 


VENDORS 


The Role of Vendor Pricing, 


Cullen ... June, 


VISUAL PRESENTATIONS 


How ( puters Enhance Visual Presentations, 


Johnson March, 


visual Approach to Communicating Ideas, 


Ma e Lawless March, 4 


VOICE PROCESSING 


Greater Role for Voice Processing 

















a 


Outsmarting- 
The Bear. 


= —_ 




















When the bear's loose on Wall Street, those with large 
investments there, have cause to worry. The bear is 
mean. But he can be outsmarted. Just join the Pay- 
roll Savings Plan and buy U.S. Savings Bonds each 
payday. 

The variable interest rate lets you share in higher re- 
wonteabletochew upsaurentienest 50 Spy. 
won't be able to chew up your entire nest 

egg. You're protected by 


‘genmcalnminen. "Tale £ ut 
can make isthe move to stocks. oF 
in ‘America. 
Ad A Public Service of This Publication 


Che Office, June 1990 


TEMPO 
Line Master 


One phone line does the work of 3 
with TEMPO'S line sharing capability 





| single phone line 


TEMPO 


| 
I I 




















Computer Phone 


























Automatically senses & directs fax, 
modem or voice calls to the proper 
device 


Selective ringing gives each line 
3 private phones, each with a different 


mumber 
[single phone line 
TEMPO 


I 






































2 





TEMPO's flexibility meets 
your office needs 


* Under $299 - payback in months 
* Fully Automatic - on line 24 hrs/day 
+ Dependability - 5 year Warranty 
--30 day, no question's asked, 
money-back guarantee 


Remote 
m Orel slige) 


Turns equipment on / off by 
phone--HVAC, computer, etc. 
( additional cost. option) 


Custom features available 
Contact Bruce Pfann 
1-800-654-6563 FAX 603-448-3572 


Allied Electronic Services, Inc. 





Circle Reader Service Card No. 520 








